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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 
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DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 01
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Linda Scherr
	SUPERVISOR'S CLASS: Staff Services Manager II
	personnel analyst: BLS
	personnel date: 02/25/13
	PERCENT OF TIME: 40%30%
	activity: POSITION SUMMARYUnder direction of the Chief, Administrative and Executive Services Office, and in support of the Integrated Water Management Deputy Director of the Department of Water Resources (DWR), the incumbent performs a wide variety of consultative and analytical policy support activities for the Division. ESSENTIAL FUNCTIONSThe position requires that the incumbent have knowledge of varied and complex policies, procedures, and Departmental operations; be familiar with the Department of Water Resources' program operations; be able to act independently; handle sensitive and confidential assignments with tact and diplomacy; work under pressure and time constraints; handle changing priorities; establish and maintain cooperative working relationships with Department of Water Resources’ management staff and others contacted in the course of work; communicate effectively both orally and in writing; maintain regular, consistent, predictable attendance; and, exercise good judgment.  Develop, analyze, and draft professional quality documents such as reports, fact sheets, charters, and other high-level correspondence for Executive staff.  Review correspondence, reports, and memoranda to identify and independently resolve any issues or concerns that require clarification or additional information prior to IWM Deputy Director and other Executive staff approvals.  Develop and create presentations and other visual media using Microsoft PowerPoint or other available software in support of the IWM Deputy Director and other Executive staff.  Prepare agendas and supporting documentation for meetings, such as handouts.Monitor communications to the public to condense message points, maintain consistency of messaging, and update the IWM Deputy Director and Executive staff as appropriate.  Monitor significant activities of the IWM Divisions and maintain the tracking list of action and watch items using tools such as spreadsheets, dashboards, databases, etc.  Review items posted to the IWM Divisions' intranet and Internet websites to evaluate content and ensure consistent messaging and compliance with Department policies and procedures.
	classification: Associate Governmental Program Analyst 
	appointee: Vacant
	dwr position number: 0100-5393-xxx
	sap personnel no: TBD
	sap position number: 50000801
	division: Executive/Administrative Services
	mcr: 1
	percent 2: 20%10%
	activity2: Coordinate with program staff to develop accurate and timely information on Departmental initiatives, programs, projects, and ancillary activities including budgeting and funds management reports in SAP, EBP, or other DWR enterprise tools.Facilitate external and internal meetings and events as requested by the IWM Deputy Director.  Participate in Departmental meetings related to policy matters and program activities, and update the Deputy Director and Executive staff on progress and key issues.   Follow-up on action items to ensure completion.SPECIAL REQUIREMENTSMust possess a valid California Driver's License and be willing to travel within the State.Must have excellent research, writing, and verbal communication skills.  Must be proficient with Microsoft Office (e.g., Word, Excel, and PowerPoint) software. Familiarity with basic project management principles and terminology is desirable, as is an ability to retrieve fund and budget data from SAP and EBP.  May also be required to travel to attend meetings with or represent the IWM Deputy for the Resources Agency, other State agencies, federal and local agencies, and constituent groups.  Handles confidential information regarding controversial and sensitive matters
	supervisor name: Linda Scherr
	employee name: 


